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#1700 XOR PRUPARING AGTNGY HE,JLATIONS

Y. Ceneral Conbend.

CIr Reguletions will sontatn all officislly appyoved eovries of astion
wicensary or desirulde for the control and dirsction of Apency aetizitiog.
thy Regulationz will includs organization, polisies, functions » aut ordview,
ronponedbilities, and proesduras. '

2. Organization.

In ganeral, sach section of each sories éf the Regilations siodd bo
sryaniged to include the follewing topiesl breskdown

8o Oaneral: A genersl statement of the purpese asd obje bives
of the Hegulation, what it purports Lo aseomplish, anc Go
whom it is spplicable.

b. Polleyr A statement of the Ageney poliey which the perbis
ealar section of the smeries of the Regulations in que:idon
is designed to establish, define, and diseeminate.

@, Fanctions: A brief statement of the funetiors involved in
the particular secition of ths Regulations, o

d. Rezponsibilitios: Lsabgnment of the spocific responpibiiitien
for the perfermance of the functions involved in this ssction
of the Regulations. '

. Authorily: Bawsie dalegation or plasament of apthority escane
%ial to meet the responsibilities assigned, ad for $he eoe
forsement and activation of the polisy and procodire vat forth
in the partdeular sestion of the Repulationas,

fo Procedures: Detailed procedures sssantial to Lhe varinreance
of the function, fulfillment of respensibilitiss, snd nEPrer
sxoreise of authoritiss toward the acihomplishmont of the
objestive and purnosa of the Regulations.

Je  Detailed Content.
Regalationa should incorporate;

& LbExiating material from regulations in the CIA “anuw erbane
ing to each series.

b. S@@mons-of the Confidential Funds Regalations sporopriste
and pertinent to the particular serias in question,

&o
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ALY assential procedures of goneral Arency iniLersst
whish have not been published heretofors,

%o Writing, - (lenepal

The folilowing general principles and fundamentals may serve as gﬁi.des

%0 the proper writing of regulations,

&» Understand the poliey or proeedure under congidergtion.
in vrder to <deseribe my particular poliey or progadure
8¢ that it may bs used effectively, it is necessary that
the writer boe thoroughly familiar not only with ths matteyr
direstly invelved, et the implications and masens for
thai matter, cuestio 12, for instance, of ihe relationghdp
of a partieular issuancs to previously estabiished mles,
regilations and prosedures mist be reeognized. Repulations
sho Jdd eatablish and describe functions and the policies
gaverning ¢ ose functions. They should assfgn oygenizationsd
Tespenaibility for the effectuation of policles and the per-
formance of functions, They should explicitly pruwide propex
authorization for tho ful filiment of all assipgnoed reapens

sibilities.

b, Write for the lowest degres of somprehension among those
who will use the materials ~ s particular issuance is effec~
tive ir proportion to the degree to which it may be under
- 8%od, and if those who must use it cannot entirely compre-
hend its meaning, its effectivaness i{s lost, Thercfore,
the genersl principls may be followasd that the writing should
ta directed to lwest degree of comprshension as long as the

appearance of "writing down" is avoidad,

€. Refiaet in the procedure the point of view of the uitimate
usexr - the issuanee has orily one purpose, that is to serve
the usaer, not the writarw, Consequently, regardless of the
nesd for somplete understanding of teehnizal detail on the
part of the writer, in writing a particular issuance &ere
should bs taken to reflact the peint of view of the aser,

’rogedures shoild ba en 2uch a manner Lhat Lhe
mrlormanee of functiona can continue without regard to¢ the
tenure in officae of any individual. There must be sutficiant
eomprohensiveness of procedures te permit the perfernsnce

of any given formelized function essential to the business of
the Ageney by any individual incombent without reliance apon
knowlaedege and informal procedures of any predecessor, or any

supervisor who may be absent from duty, .

ds  Answer the questions who » what, when, whera and how - fanda~
man%al Lo procedures writing is a thorough understanding of
the olbijectives to be obtained by the issuance, and a aouscious
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offort to roach that objective. As an aid te this on. the
questions who, why, what, when, whera, and hew should be
considered.

S. uwriting « Specifis.

It s sugponted that the compilation of materials to be incorporated
in Lhe Repilations may he anproached in somewhat the foliwing manners

8,

bo

Co

d,

8o

g8

g

Analyse all existing written matorials as outlined in pararraph
3 above by topieal subject matter breakdown and prepare indices
on 5 % J index cards. In this manner all refevences from sl
sources ralated to my given subjest or topic may he keeatod

in ons place when the actual writing and organization of a:terials
boging, This technique will facilitate the organization of
materials and aid in the logical, ccherent sequance both i: the
priparation of outlines and in writing the regulations. By this
device avery policy, authority, responsibility and funetion
related to any particulsr subject of a significance warranuing
its inclusion in Agency Regilations will be assembled and w&ll
admplify the organization of the over-all Regulatiens. This
systan will also be invaluable in preparing an adequate iLndest
for the total volume of regulations.

Adequately prepared index cards will pemit the asscolatiocsn of
polieies and authorities with related subjects or funetion:.
They will also permit the application of clear, definitive
titles to each segiion and sub-section of the Regul ations,

The index cards may then be organized in logical end coherunt
ssquence toward Lhe preparation of detailed ocutlires of any
given section of the reg dations. :

Preparation of these index eards should slso ba dirscted towanrd
the incorporation of all significant policies, functions, suthore
ities, responsibilities, and procedures which have never boen
formally published. The initial analysis of materizls sho.ld
sncompass inforaation of this type,

Having organised theae materials in this mamer, the problen
bagomes merely u mechanical process of drawing fron sach scurce
elted on each card to ussemble a draft sopy for rewrite ang
aditing,

Particular attention sho 1d be given to make certain that every
now item, [lacl, concept and relationship which may ve foreign
to the user is adequately defined,

Care should bz taku %o ensure that the flow of wort and the
ssquenze of aciion is sxplicit. rhe scurwe from which sagh
piese of material or other motivation comes, the step-by-siop
proeass or operationa incliding all details essential to tho
completion »f the purticular action, shoild be clearly and
definitivaly set forth.
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he ‘58.1(3 gevtain thoeb all previous nractices, mathods, or regu . fe
ants which are discontinued aca spacifically identified in all
drai‘hs ~ an koseance defeats fua pwn purp m:e whwz c:anﬂxr'm with

previous issuances ars permibtied o axist., Lonlilcling, an wellk
as su;ersaded issuances sho.ild be spami’mmuy mdi‘. had or
resginded.

4~ Chesk the issuansa with authoriiias in the field Lefoere fiaal
praparation = ijasuanzes which may be mstentitle o teshnical
interpratation in fields with whish the writer any Lo unfamiliar
shoold be chacked with anthorities and written coordinately with
(B3 1

f.  Styie.

%, The atm of Aroney Hegalationy should bs perfont clarity atiained
by logical develepment, conciss statement, and inciaive. direct
presantation. o Line with nhe ecurrent rend. no mark of cung-
tuation should be used vnnecessarily. Jungtuation shodd. how-
w=gar, be uded when necessary W aid expression and maswing or
to ensure clayity. cJormat should facilitacve raold raadipe and
scugeqpaal rolerente.

b TIhe subjesl should nermally ve introduced Wy 3 “general® o
“Lacikpreand’ paragraph. ilie grincipal purposs or obdestive of
e avios showld be staned 2t the berirrmingr: oracedarad

Ay, shouid b gevelabei Ln forieal orcbur

iy

%

3. Humbar of Govnies ‘eoubred.

A original and one ¢arbon enpy of Lhe marasertot presontad for finsl
aphiantication showld be prepared for Agency Publissations Jeyvi ind-
Blal drafts should be provided in multfe.eosies Jessmdent enon goopi nation
ETIA TS,

& Poprsate

4. ALLE drafts should be tvoeuritlan., doublig-spasad. .
i, Cambsring -« all ecentering should bs related to the positics of
the text rather thar te the blank pags.

loe sosurithy sharsificaiion may be stanpad or trpssl and sheadd
by centared sopreximabely one inch fron thae top and bobion of
gach page. when it i2 Lyped the classification should ba “n 2l
capital letlers and tha words "fecority Informetion”. wein: ind
tigl eapital letbers, cunbtered imuediataly below ths elaspi
tion ab the top of ihe vage. Jt 1a not necessary Lo repaul
amert by infomallion’ alew the elassification at tha botiom of
LG PR

o Marging, Le8%¥e & Leflt sarrin of twelve gpaces, » pivhe marels
S5 Ples.

!Z

CE YT
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Formal Heading.

(1)} Two lines below "Security Information", at the laft margin
type in capital letters the Heading "Central Intelligence
Agency®; the following line type "RIGULATION NO. ",

{2) On the corresponding lines at the right margin, type the
categorical heading of the Regulation (General, Uperstions,
atc.) on the first line; type the date on the second line.

Subject. Three lines balow the fommal heading (two lines if
there is a referance or a rescission) typs the sibjezt of the
regilation, underline} centered in solid capital letiters.

Refarence and/o: Nescission. A refarence or & reseission, en-

closad in brackets, is shown at the laft margin two lines helow
the formal heading. If both oesur in the same regulation, show
the reference first, the rescission two lines belew.

Contents. Two lines balow reference or rescission type PCONTENTS®
eenterad in eapital letters. Prepare brief contents as a sylla-
bus of the Regulation, _

Textt.

(1) Paragraph Numbers. Aall ﬁarégraphs and sub-paragraphs should

bz numbered or lettzred., "Exhibit A" shows the breakdown
pattern to be followed. ‘

(2) Paragraph Titles. Titlas of major paragraphs and key lead
phrases of the sub-paragraphs shoild be capitalized to
high-light contents.

(3) Indentation and margins. The text is begun three lines below
the content. Major parsg-aphs should be indsnited four
spaces. Sub-parsgraphs should be indented in multiples of
four spacas. [he second linez of text, whether major paragraph
or sub-paragraph shoild bs aligned with the initial letter
of the parasgraph.

Subsaquaent Pages.

(1) Repeat the security classification and foraal heading on
each sabsequent page, A

(2) Do not carry over subject or paragrash heading to subsoe-
quent pages.

Pagination. Number all pages consecatively (including exhibdts
and attachmants) at ihe botiom centar of each page; except that
rogilations ol only onae pare will not be numberaed,

B
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Appendices and Attachments. m appendiceﬂs and attachuents,
*ixhibit '4¢%, "Attachuant 1", ete., will be shown in solid
capital Jetters in the urper right hand comer,

B

m, Sample format. Ffxhibit A &8 attached for use as a patters for
format,.

RESTRIC Pl
Savarity In{crmaticn
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MISSING PAGE

ORIGINAL DOCUMENT MISSING PAGE(S):

/4’ /77 /7&4/’)7&9? / Enalpscite 77’)/5’5’/%
A
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